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§1223.10 What is the purpose of Part
1223?

Part 1223 specifies policies and proce-
dures needed to establish a program to
identify, protect, and manage vital
records as part of an agency’s con-
tinuity of operation plan designed to
meet emergency management respon-
sibilities.

§1223.12 What are the objectives of a
vital records program?

A vital records program has two ob-
jectives:

(a) It provides an agency with the in-
formation it needs to conduct its busi-
ness under other than normal oper-
ating conditions and to resume normal
business afterward; and

(b) It enables agency officials to iden-
tify and protect the most important
records dealing with the legal and fi-
nancial rights of the agency and of per-
sons directly affected by the agency’s
actions.

§1223.14 What elements must a vital
records program include?

To achieve compliance with this sec-
tion, an agency’s vital records program
must contain all elements listed in
FCD 1, Annex I (incorporated by ref-
erence, see §1223.4). In carrying out a
vital records program, agencies must:

(a) Specify agency staff responsibil-
ities;

(b) Appropriately inform all staff
about vital records;

(c) Ensure that the designation of
vital records is current and complete;
and

(d) Ensure that vital records are ade-
quately protected, accessible, and im-
mediately usable.

§1223.16 How are vital records identi-
fied?

Agencies identify vital records in the
context of the emergency management
function. Vital records are those that
are needed to perform the most critical
functions of the agency and those need-
ed to protect legal and financial rights
of the Government and of the persons
affected by its actions. Vital records
also include emergency plans and re-
lated records that specify how an agen-
cy will respond to an emergency. The
informational content of records series
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and electronic records systems deter-
mines which are vital records. Only the
most recent and complete sources of
the information are vital records.

§1223.18 Must vital records be in a
particular form or format?

(a) Vital records can be original
records or copies of records. Consult
NARA records management guidance
on vital records at http://
www.archives.gov/records-mgmt/vital-
records/index.html for further informa-
tion.

(b) Records may be maintained on a
variety of media including paper, mag-
netic tape, optical disk, photographic
film, and microform. In selecting the
media, agencies must ensure that
equipment needed to read the specific
media will be available following an
emergency or disaster.

§1223.20 What are the requirements
for accessing vital records during
an emergency?

Agencies must establish retrieval
procedures for vital records that are
easily implemented, especially since
individuals unfamiliar with the records
may need to use them in an emergency.
For electronic records systems, agen-
cies must also ensure that appropriate
hardware, software, and system docu-
mentation adequate to operate the sys-
tem and access the records will be
available in case of an emergency.

§1223.22 How must agencies protect
vital records?

Agencies must take appropriate
measures to ensure the survival of the
vital records or copies of vital records
in case of an emergency.

(a) Duplication. Agencies may choose
to duplicate vital records as the pri-
mary protection method. Duplication
can be to the same medium as the
original record or to a different me-
dium. When agencies choose duplica-
tion as a protection method, the copy
of the vital record stored off-site is
normally a duplicate of the original
record. The agency may store the origi-
nal records off-site if their protection
is necessary, or if it does not need to
keep the original records at its normal
place of business.
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(b) Dispersal. Once records are dupli-
cated, they must be dispersed to sites a
sufficient distance away to avoid being
subject to the same emergency. Dis-
persal sites may be other office loca-
tions of the same agency or some other
site.

(c) Storage considerations. Copies of
emergency operating vital records
must be accessible in a very short pe-
riod of time for use in the event of an
emergency. Copies of legal and finan-
cial rights records may not be needed
as quickly. In deciding where to store
vital record copies, agencies must treat
records that have the properties of
both categories, that is, emergency op-
erating and legal and financial rights
records, as emergency operating
records.

(1) The off-site copy of legal and fi-
nancial rights vital records may be
stored at an off-site agency location or,
in accordance with §1233.12 of this sub-
chapter, at a records storage facility.

(2) When using a NARA records stor-
age facility for storing vital records
that are duplicate copies of original
records, the agency must specify on the
SF 135, Records Transmittal and Re-
ceipt, that they are vital records (du-
plicate copies) and the medium on
which they are maintained. The agency
must also periodically cycle (update)
them by removing obsolete items and
replacing them with the most recent
version.

§1223.24 When can vital records be de-
stroyed?

The disposition of vital records that
are original records is governed by
records schedules approved by NARA
(see part 1225, Scheduling Records, of
this subchapter). Agencies must not de-
stroy original records that are not
scheduled. Duplicate copies created
and maintained for vital records pur-
poses only may be destroyed when su-
perseded or obsolete during the routine
vital records cycle process.
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§1224.1 What are the authorities for
Part 1224?

The statutory authorities for this
part are 44 U.S.C. 2111, 2904, 3102, and
3301.

§1224.2 What definitions apply to this
part?
See §1220.18 of this subchapter for
definitions of terms used in part 1224.

§1224.3 What standards are used as
guidance for this part?

These regulations conform with guid-
ance provided in ISO 15489-1:2001, Infor-
mation and documentation—Records
management. Paragraphs 7.1 (Prin-
ciples of records management pro-
grammes), 8.3.7 (Retention and disposi-
tion), 8.5 (Discontinuing records sys-
tems), and 9.9 (Implementing disposi-
tion) apply to records disposition.

§1224.10 What must agencies do to im-
plement an effective records dis-
position program?

In order to properly implement the
provisions of §§1220.30(c)(2), 1220.32(e),
and 1220.34(c), (f), and (g) of this sub-
chapter agencies must:

(a) Ensure that all records are sched-
uled in accordance with part 1225 of
this subchapter, schedules are imple-
mented in accordance with part 1226 of
this subchapter, and permanent records
are transferred to the National Ar-
chives of the United States.

(b) Promptly disseminate and imple-
ment NARA-approved agency schedules
and additions and changes to the Gen-
eral Records Schedules (GRS) in ac-
cordance with §1226.12(a) of this sub-
chapter.

(c) Regularly review agency-gen-
erated schedules, and, if necessary, up-
date them.

(d) Incorporate records retention and
disposition functionality during the de-
sign, development, and implementation
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